State of Connecticut

JOB POSTING

DEPARTMENT OF DEVELOPMENTAL SERVICES — SOUTH REGION
JOB OPPORTUNITY
SECRETARY 1

PLEASE FOLLOW THE SPECIFIC APPLICATION FILING INSTRUCTIONS AT THE BOTTOM OF THIS PAGE!

Open To: Public - Applicants must have applied for and passed the Secretary 1 Examination and be on the current
certification list promulgated by the Department of Administrative Services for this classification. State
employees currently holding the above title or those who have previously attained permanent status may
apply for lateral transfer.

Position: Secretary 1

Location: Public Residential — Wallingford Regional Office

Job Posting No: 022099

Hours: Full-Time (80 hours biweekly) 8:00 A.M.-4:30 P.M.

Salary: CL 14 $40,233 — $52,793 (New employees to state service start at the beginning of the range)
Closing Date: May 12,2014

Examples of Duties: Reporting directly to the Residential Manager for the Public Residential Programs, this position will provide a full
range of clerical support including but not limited to:

TYPING: Using a personal computer or other electronic equipment formats and types a full range of correspondence, reports, bills,
drafts, etc. from rough draft, transcription, dictated notes, etc.; proofreads for content; edits using knowledge of grammar, punctuation
and spelling.

FILING: Designs office filing systems; organizes and maintains files (including confidential files); maintains, updates and reviews
reference materials and manuals.

CORRESPONDENCE: Composes routine letters/memoranda, etc. (e.g. standard replies and acknowledgement letters) for supervisor's
signature.

REPORT WRITING: Compiles information from standard sources and prepares data reports (e.g. number of forms processed during the
month).

INTERPERSONAL: Greets and directs visitors; answers phones and takes messages; answers questions requiring knowledge of
terminology, organization, supervisor's responsibilities, etc. (e.g. appropriate referrals, general purpose of the unit).

PROCESSING: Scans correspondence; pulls and attaches related materials; reviews, routes and prioritizes mail.

PERSONAL SECRETARY: Arranges and coordinates meetings (including space and equipment); writes minutes of meetings, lectures,

conferences, etc. from rough draft; takes notes using shorthand, speedwriting or machine transcription prepares expense accounts;
makes travel arrangements.

OFFICE MANAGEMENT: Maintains an inventory of supplies and equipment; orders supplies when necessary; completes, processes, and
maintains paperwork for purchasing (e.g. orders, requisitions, invoices, etc.); maintains time and attendance records; performs related
duties as required.

Knowledge, Skills and Abilities: Considerable knowledge of office systems and procedures; considerable knowledge of proper

grammar, punctuation and spelling; knowledge of business communications; some knowledge of business math; interpersonal skills;
ability to schedule and prioritize office workflow; ability to operate office equipment which includes personal computers and electronic
equipment; ability to operate office suite software; ability to take notes (shorthand, speedwriting or other method acceptable to the
supervisor).

General Experience: Two (2) years' experience above the routine clerk level in office support or secretarial work.

Substitutions Allowed: College training in the secretarial sciences may be substituted for the General Experience on the basis of
fifteen (15) semester hours equaling one-half (1/2) year of experience.

Preferred Experience: Applicants with demonstrated Microsoft Word, Excel and Outlook as well as Core-CT/PeopleSoft experience.

Note: The filling of this position will be in accordance with reemployment, SEBAC, transfer, promotion and merit employment rules, if
applicable.

Application Procedure for All Applicants: Interested and qualified candidates who meet the above requirements should submit a fully
completed Application for Examination or Employment (CT-HR-12) located at www.das.state.ct.us/exam. Current State employees must
also provide copies of their last two performance appraisals. Non-State employees must also provide 2 letters of reference.

All application materials must be received by 11:59 p.m. on the closing date indicated above.
Incomplete application materials will not be considered.
Send application materials to:
Department of Developmental Services — South Region
35 Thorpe Avenue, Third Floor, Wallingford, CT 06492

Attn: Recruiter
Email: DDS.SR.Recruiting@ct.gov Phone: 203-294-5122 Fax: 860-920-3035

Application materials can be emadiled, faxed, or mailed
AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER

The State of Connecticut is an equal opportunity /affirmative action employer and strongly encourages the applications of women,
minorities, and persons with disabilities.


http://www.das.state.ct.us/exam
mailto:Barbara.Paradis@ct.gov

